
 
 

Solutions Consultant Job Description/Responsibilities 

I. Description 

a. A Solutions Consultant works as a liaison between a company and Digital Office 

Equipment.  Most often, these workers attempt to sell DOE’s services to targeted clients 

by performing preparatory work in the hopes of signing the client company.  Working as 

an account executive means working in the field performing “cold calls” in an attempt to 

uncover sales opportunities, performing a discovery process, and presenting the findings.  

These findings are used to illustrate and reinforce the clients’ current challenges, and to 

offer a total solution to solve those challenges with products and services offered by DOE.  

Account executives work with a variety of departments, such as the sales, service and 

administrative departments, in order to cultivate and close net new business. 

II. Responsibilities 

a. Daily 

i. Access Sherpa database and print/review current day’s activities. 

ii. Review forecast report and ensure 100% accuracy with expected close dates, 

close percentages, and stages.   

iii. Complete all current activities with 100% completion rate – no exceptions.  If 

activity cannot be completed, its due date must be adjusted to a future date. 

iv. Coordinate with administrative assistant & sales manager on any tasks needing 

to be completed, customers needing visited, etc. 

v. Ensure that all previous day’s activities performed are entered into Sherpa 

database within 24 hours of completion.   

vi. Perform enough cold calls that a weekly average of 100 calls are being met 

adequately, that your entire territory is being visited every 90 days. 

vii. Respond immediately to all sales leads supplied by home office, or by other 

means. 

viii. Make initial contact with all Buyers Zone leads received and report back to 

Administrative Assistant so it can be logged.  Continue follow up as needed.  

ix. As discovered, enter all competitive lease data into the TCO Table on the prospect 

account in Compass.   

b. Monthly 

i. Access Sherpa database and print/review the following reports: 

1. Lease End - pull for the following 12 month period and ensure activities 

are placed in Sherpa to visit all sales opportunities. 

2. Lease Portfolio – pull for the following 12 month period and ensure 

activities are placed in Sherpa to visit all sales opportunities. 

ii. Run a Lost Sales report for the previous month and ensure that all lost sales 

opportunities are captured by back filling as much information as possible into 

the TCO tables on the competitive equipment. 

iii. Close a total of $35K in equipment revenue sales. 

 



 
 

c. Annually 

i. Make contact, in person, a minimum of twice annually with each service paying 

customer.  An account review must be performed to go over current status of 

account including, but not limited to the following: mono allowances, color 

allowances, mono usage, color usage, base payment rates, toner purchases, lease 

end date(if applicable), etc.  

d. As Needed  

i. Audit sales paperwork for completeness before submitting for approval/funding.   

ii. Ensure a CPI worksheet is submitted for all pass through leases sent to Great 

America leasing. 

III. Requirements of position: 

a. Employee must possess and demonstrate a thorough understanding and working 

knowledge of all phases of the job; including the various techniques and skills necessary 

for efficient completion of tasks.   

b. Employee must remain up to date on changes/trends in technical knowledge related to 

job, and understands the impact of his/her job function on other functions/departments 

and business. 

c. Demonstrate ability to make sound and proper decisions by; defining the issue, 

diagnosing the problem; analyzing the cause(s) and drawing on professional expertise, 

internal external resources to make recommendation or solutions with minimal negative 

effect on departmental/company goals and employee relations.  Employee must 

demonstrate willingness to take ownership and responsibility for decisions made. 

d. Employee must plan effectively to produce items necessary to meet department goals, 

utilize appropriate resources; meets or exceeds deadlines without jeopardizing quality; 

seeks opportunities to increase productivity and/or eliminate waste; able to re-prioritize 

as required to meet new/changing demands. 

e. Employee must demonstrate clear effective communication (includes; listening, 

nonverbal communication and language) in individual and group settings (all levels, 

internal and external).  Keep manager/supervisor, account executives and any other 

internal employees fully informed on work/project status and problems.  Must provide 

accurate concise written communication to support scope of assignments. 

f. Employee must demonstrate ability to establish and maintain effective relationships both 

internally and externally.  Must be willing to cooperate and be flexible when working with 

co-workers, subordinates, and management to complete job.  Must treat all employees 

and customers with dignity and respect. 

g. Employee must properly interpret and apply company, department and job policies and 

guidelines.  Must maintain a clean safe work area. 

h. Employee must display confidence and remain in control when handling difficult or new 

situations.  Must demonstrate adaptability and flexibility when handling change.  Must 

demonstrate a sense of cooperativeness by remaining open and positive when receiving 

direction or constructive feedback.    



 
 

i. Employee must arrive to work in a timely manner and be punctual with all breaks and 

lunches. 

j. Employee must understand how to navigate and use our Compass (CRM) database. 

k. Employee must understand how to navigate and use Print Audit Facilities Manager 

database. 

l. Employee must have a mastery of installing Print Audit ICE via onsite or remote 

connection. 

m. Employee must possess an understanding of machines capabilities & know how to 

demonstrate a mastery of their functions. 

n. Employee must complete all assigned training courses, and constantly seek individual 

training and self-improvement so as to progress his/her knowledge set in the products & 

services offered by DOE. 

o. Employee must keep up to date on all future available training courses made available. 

p. Employee must be able to diagnose commonly known issues, and resolve them to the 

best of their ability on a “First Call” basis. 

q. Employee must be receptive to constructive criticism, and use that information to 

improve upon their own performance.   
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